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PERSOMNEL OFFICE
ACCOMPLISHMENIS - CALENDAR YEAR 1952
1. General

The more impoariant accompliskments of the Persommel Office during
calendnr yoer 1952 vere concerned with improving and hroadening the services
offered by ithe Fersomnel Office and with stremgthening the cerear sarvice
ccncopt,. The prat year also saw the Agency becoms fairly well stabilized in
1ts staffing. UWith personnel procurement limited largely to replacement of
atirition, the emphasis shifted from recrudiment to tho development of a
well«roundad persommel progran, Stape in this direction during the year wore
the continuing improvement and simplification of persomnel procedures and
Tocords, the bogimning of the development of o parsonnel manunl (which gave
woy to the now Agency system of regulatary issuances), the completiom of the
coding of the qualifications of employecs and applicents and the eataeblish..
ment of this date on machine records, improved persomnel statistical veports
and reporting rrocsdures, and increased emphasis on in-service placement
actlvities and employee sexrvices. Calendsr year 1952 also saw a bogimning to
the imlementation of the Agensy’s policy for decontralizing certain adminis.
trative activities, including persomel operations. In this ecoomoction, the
Forsommel Offics was instrumental in the sctivation of the Far East Administeative
Commond,

2, Persomel Froourement
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canplote statistical summary is attached as Tebe A through C.) Although

- special recruitment, perticularly to meat Project requirements not

reﬂectedintheabovvaﬂgtwes,mquiredmbemiveaﬂwbinm
aread, recruitment of non-clerical candidates became generslly cope
cerned with obtaining mplamnt personnol, The scareity of qualified
clerical candidates required that this phase of recruitment activity

bo conducted on a eritical basis,

b. The lescening of quanﬁita.ti_ve requirements intensified the nsed
for selectivity in the reocruitment rrocess. During the last sixz monthe
of 1951, approximately 1872 of the candidates considerad foar Agoncy ome
Ployment vere appofuted. Duwring 1952, only about 108 of the candidates
applying wers appointed. As a means of roducing wnroductive recruit-
ment contacts and as an aid to developing and exploiting productive
sources, the Persomnel Offisce comploted the esteblishmert of & come
mrehonsive Lead/Source Index, This Index contains the names of indi-
viduals, colleges and imiversitiss, industrial concerns, asscciations,
ete., with vhon contact has been estahlished. Sowrce recards ars
catalogmdaeemﬂingtoomﬁomlgroupsandspecialsﬁlla and bear
notations as to contacts made, seourity clearance of contacts, and ro-
sulte obtained. At the same time, an improved system for moviding field
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recruitment officers with cwrrent parsommel requirements infarmation,
including trief atatements of qualifications dosired, wes established.

c. The scheduls provided in Tab D reports the volume of typical
work unite In recruitment activity during the yoar.

3. Carear Service Frogran

a. Upon approval by the Director of Central Intelligence of the
progran recomended by the CIA Career Sarvice Gamdttes, the Perscmnel
Ozfice pertioipated in the implememtation of the progrsm at all levels.
Garemr-SmieaBdardeweeatablﬁhedinallmjwm‘ganizaﬁoml
ocanponents and were assisted in defining and clarifying thoir functions
and responnibilities.

b. Study of specific proposals concerning honor awards, hasardous
~ duty pay, longevity aumrds, selection of professiomal persommel, amd
establistment of an emscutive inventory was underteken by warking groups
cotablished by the CIA Caresr Service Board, with active partisipetion
of Persommel Office ropresentatives. Additionally, & variety of etatis-
tical and other data was furnished far these mrojects.

c. Installation of the Persomnel Evaluation Report, approved as the
baslc tool of ths Cereer Service Frogram, was accomplished, Appeopriate
regulatory and procedural materials, providing far the utilization of
this reparting system in other personnel sctivitiss, were developed by
the Persommel Office and an intensive training rrogram condusted jointly
with tho Office of Training, During the last three months of the yeer,
astion was initiated to cbtain evaluations for all employees who had boen

on duty with the Agenay for nine momths or longer.
-3“
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4o Placament and Utdlisation

a. Comgiderable progress was made in providing a placement rwogran
uhich goes beyond the initia) assignment phase. IHxtensive use ms
mede of the technique of follow-up interviews to dotermine the suite~
bility of assignments fron the point of view of the supsrvisar and the
employee comcernad. This method assisted supervisars end placement
officers in identifying mis-assignments befare serious problems srose,
Groatesr emphasis wes placed on effecting reaseigmment ar seperation of
employees vhose performance was not satisfactary,

b, The recording of qualifications date vas greatly imroved by
extension and rafinement of machine reccrds showing important perscmal
data, educstion, experience and othar qualificetions infarmtion, In
completing this project, the Persommel Office developed cods structiures
tallared to the Agency's needs and estahlished current records for
applicants, employecs and consultents. Approximately 6181 applicant
£iles, 6398 employee questiomaires, and 22/ consultant £iles were
coded in estabilishing these qualifications rogistars, which ere vsed ex-
tensively for both in-sarvice placament end statistical purposes,

¢, A Flacemont Handbook, primerily for the use of Flacement Officera,
was pubilished during the year. This handbook contains infarmational,
regulatary and procedural meterial pertinent to placement and utilization
sctivitien,

5. Classification and Vage Administration

8. One of the mare significant developmente in the position olsssi-

flcation program s its oxtension to oversess activitles. In arder to
b -
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dotermine the effootivoness of tho alasaification program for the £iold,

2hr1AEa
a toanm of analysts viaitedﬂza_anﬁcmwdacm-

rrehenslve swrvey of a type vhich is contomplated for all overseas aress.
This swrvey resulied in a mmber of recomondations regarding position
allocations and ptaffing generally.

b, Coneiderable rrogrees was mads in developing upifarm titles and
definitions for Agensy positions and in establishing classification
standarda applicable to Agency positions. In this commoction the
Paracnnel 0ffice dewsloped a new farmat and questiommaire far obteining
Job information for olassification pwpoéea.

¢. Spoeial rroscdures were established for review snd action on
recomnendations concerning pesitioms in grades G5-16, 17, and 18, A
comnittos of kay officianls wms established to review propceals for the
establishment of positions at these levels as well as rroposals for the
assigment of individuals to these pos:ltionée
6. Testing Program

2. Tho schedule provided in Tab D reflests the volume of %ypicel
vork unite in the teating activity,

b, The ressarch program of the teatingsmicemsemidmhly
roadened during the year. Frojects were developed in the following
aresst reliability studies of tests currently used; experimentel "try-
out" of new tests; validity studles om skill tests in tarms of pro-
dicting perfamence in training end In "on-Job" sitvations; end revision
of normative data for Agensy populations, The services of a comsultant

I - -~ - v =

tosting services offered gencrally and on research protlems particularly.
- 5 L]
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7. Employee Servicos

2. An informational hanmdbook, Jour Job in the Contral Intelliromes
Agency, wee developed and published for distribution to all Agenoy per—
sommal, This handbook provides general informstion about the Agency,
conditions of employment, erd other material of interest to individual
employess,

b. An orientation program wms initlated by the Parsonnel 0ffice to
assist all now employees in acquainting themselves with the Agenoy.

This 1s in addition to the comprebensive orientation course for profcs-
sional employees, provided bty the Office of Training, which is offered
only omee each quarter and is not designed to rrovido information on such
subjects as leave, employeo sarvices, retirement bemsfits, etc, In
addition, incoming clerical persommel now recoive an intensive two-day
tralaing session in Agency administrative prosedurce while in the Interinm
Assignment Branch of the Parsormal Office.

6.  Security comsiderations bave in the past made it diffieult, if
not impossible, forr cartein groups of Agency persomnsl to obiain low-
cost hospitalization and surgical insurance, During the year, various
solutlons to this problem were explored end a plan far providing insiurance
service in cooperation with Group Hospltalization, Ine., was adopted. An
Employee Services Staff has since been estshlished to administar this
progran,

d. BEarly in ths yoar the Fersomel Office initdated a program of
Iresentations on various persomnel toples of interest to persommel and

- -
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adninisteative officers tiroughout the Agency. Typical subjects
mresented incduded Civil Service retirement, parsonnel procurement,
separation of unsatisfastory employees, and the Agenoy's position
olassification program, I addition, the Perscxmel Office partisi-
rated in & progran spomsared by the Office of Tralning designed to
acquaint key Agency offiocisls with gemeral programs and problems of
madminiaﬁaﬁwmme.

9, Imroved servics in the processing of compensation olaims and
retirement fund contributions and refunds ws made possible by the
estabilisiment of special secure chamnels within the Federal Agemoies
invalved for handling these cases, Simplified procedures for obteining
adninistrative approval of wmsual leave Tequasts were also estahlished,
8, Parsomel Records and Reports

Qe mmmwmewmmmmmcm
in the Civil Service Commission's Handbook S-812, Besis Parsamel Recopds
and Files Systam for Federal Agencies, was comploted., Sarvice Recard
Cards (SF 7) ware converted to this system, and procedures for establish-
ing the Enpleyes Record Card (QF 4b) in the operating offices were
doveloped and later imstallad, Standard Form 52, Request far Persommel
Mm,wmfwmmeamacmmiwimmm
mmﬂﬂstragardingﬂmmuaﬁmandmsingctmmmmm
rrepared and published, Simpuf:lcaticn of procedures for effeeﬁ.ng per-
semlmﬂmmimdvingabamf@otﬁmﬂsmmm
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b, Respasibility for the production of all perscumel statisties
and for record-keeping and rrovessing of tablos of arganization and
persomnsl cellings was transferred to the Personnel Qffice during the
year, Flans far a consolidated monthly statistieal report were
developed.

9. Organizational Changes

8. During the yuvar, a Special Controcting and Allowances Staff
was estatilishod in the Personnel Office to admintister the newly-
assigned speelal confracting function and the ovarseas allowances
fanction. This Staff 15 respomsilie, in cooporation with the Offise of
the Genmal Cownsel, for the praparation of all Agency persomal service
ccntracts and othier specisl contracts required in suppart: of covart
operaticms, The Staff is also respomsiblo far recamending to the
Porsonnel Director the establistment of special allowanses and dife
farentials which may be granted in lieu of ar in the ateence of
ammmaammmwmmmrmmmm
then to make such changes as may be desirshle ar required by local cane
ditions,

b, Following a survey of the activities and oparaticns of the
Testing, Standzrds and Training Branch of Persomnel Division (Overt),
this Branch wss re-arganised. Raapomibﬂityfwo@aﬂmaftb’em-
sonnel. pocl wes eseigned to the nevly-cotivated Inberinm Agsignment Branch,
and the clerical training function was transferred to the 0ffice of
Training, mmmgmummpmmmm-mauﬁm

Testing and Evaluation Division,
- 8w
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¢, In ardar to describe the funetions andrespami‘bﬂitdgaac
those componants mare appropriately, the Persomnel Stuiles and
Procsdures Staff was ro-named the Research and Flamming Staff and the
Carocer Management Division became the Career Development Staff.

d. A chart showlng the crganisation of the Fersomnsl Office at
the close of the year is attached as Tab E.
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